
M“ v 0b* dJXfW tori Acting Deputy .Director (Admin* atratlon) 

THRU t Chief of Ad»l mi strati on, MD/P 

PW'r? i Survey Report of the 25X1 A 


25X1A 


X* hfcOWTh • To re^vilMt* Persormol type I/O pool t> one within »~.A 1 vision 

wit: a view toward deter**! nin? i 

a* the appropriate location, organisationally, for the moat economic 
and ef fiei «*ot performance of essential ersennsl functions, ?nd 

b* The minimum hum. «r of personnel esti rated to ; « required for the 
oerfor»ftnc» of such function** 

2i 

2. T.tCTf 9 APISC TH • ?hi04t-H # 

* winlvwt amount o f time wi** allotted for the survey of the JthA 

tassmueh a* a ^anagewcot urvay was made and a 

rendered by in April 1953 

Clans, Feseareh, and Development Staff, and Place- 

ment Officer, Personnel Office, JU/A pro video technical assistance 
in the conduct of this study • 

b* The lurv* ftenert wad# bv o*k in April 1953 rusesi* ended *i* pro- 
cedural change# to reduce workload pup curtail overtime* Ihou^h 
four of t ese procedures nave been Implemented overtime work is 
still performed at a high rate. 


25X1 A9a 


25X1 A9a 



25X9 
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Socuritj/'lnformation 


Training Officer rositi on* 

DISCIff r tl)»* 


•• There is qo formal functional a nd atrectuxul pattern to the 

fddsiisMMflBBBlift— sfciJfifiHB '.'f K;A* foe assigned duties »r«i 

(1) Inconsistent with t.n» I/' slat occupied. 

(2) ^arforuod by some t&tividual* shift' i» free on* **»' gnwent to 
•no tier* resulting in inconsistent action, lack of continuity 
and *nvotvmd record iMSping* 

(3) Often rsrsonslly at weed by the Acting Chief of the Section. 

A further Indication of the unusual wanner in which the Section 
it staffed* and the wanner in which individuals are performing 
appa unity wis-asaigned duties is shown in Tab A. 


b* vork load# for the months of Juno, July* and August* 1953 shown in 
detail in Tabu B and C* indicate a total of UjO personnel actions 
for the purled or *r average of l»6 per month. An analysis of 
correspondence for the sew* period woo difficult toucans* of tho 
complexity of the records systems* tout from the best data available 
indicated a total of 30 cables* 5 7 dispatch** and 185 uemoraftrf' sea • 
This amounts to * monthly average of 10 cables* 1? dispatches snd 
Ci wemerundwas. 


c. Of the total correspondence actions for the three month period 
(188), 27 pertained to promotion natters, L? to training matter* 
and 23 to Security violations. fwenty-fl v* weekly activities 
reports were prepared and nitwitted. The rewai niag yli eerrespssd- 
enco actions related to general personnel administration natters* 

aresntAgewisai 

(1) 12% of the correspondence related to Security matter# 

(2) 76% of the eorreepoadence rotated to Training natters, and 

(3) 13% of the correspondence related to ‘weekly Reports 

(10 li9Jt of the c or reap© ndere* related to other Personnel Matters 

d. Of the total personnel action# for tha period (litO), 53 sr 37% w*r* 
reassignment actions, 25 or 17% ware promotion actions and 21 sr 
17% were resignation actions* 


- * - 
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e# Thera are 19 typa* of records mai nteiaad in the Section comprised 
of 31 different files# k description of these racord* is given in 
Tab 3 of this F-o>:.ort# It i* « ndicJted, and concurred in by 8>A 
Admin portoanol toot the position inventory osrd (presently SF-7* 
though Form OF-kb is morn deetraabl®), when nested with all pertin- 
ent personnel dots and appropriately flagged my possibly replace 
six or mo r* of to# existing recor la (Persona#! Action Control, ? V ES 
log, Parsomwsl. Action Chrono, '(/.> Record Books (3))* In addition 
the duplicate Wcstor File of $FA Personnel is being dispensed with, 
end toe continuation of the maintenance of individual personnel 
file folders will become unnecessary if the Position Inventory 
Record (row Sf 7 of OF-tsto) Is properly posted# It was indicated 
that toe Pertaemel end Training Section is the major user of these 
files, inasmuch tt the various Branches rely only on the official 
Personnel Office file* farther study would, no sou tot, result in a 
wore efficient operation and * reduction in the matter of aeparste 
files maintained at well *>ti a reduction in toe amount of time and 
effort required to maintain them# 

f. It was disclosed that an unknown amount of personnel functions ere 
performed in toe ^ranches in terms of preparing- cables, dispatch** 
end r«mo rends on matters of inquiry, policy interpretation, person- 
nel advice, and procedural instruction, k revi-w of cable and dis- 
patch file* of the 5 vision Secretariat wade by T A ^araonnel at the 
request of tot undersi rw»d , end • erasing toe months of June, wuly 25X1 A 
and August, revealed 71 dispetches and 6? cables (total action 1$8) 
on personnel matters originated in the Branches * these figera^may^^ 
be compared with >7 dispat ch** and 30 cables prepared in the 

25xi a mAHmm 

p. ?n Addition to the cable and dispatch work load carried by the 

Branches, as indicated In paragraph f, abo e, other personnel work 
perfomed in the branches include* 

(1) Procurement of contract agents# 

(2) -'rope rets on of ontract Information and cheeks lists# 


25X1 A 


(It) Preparation of Forms $1-1, Training .equeeta# 

For the performance of these functions it was indicated thet 
the 3 ranches call for the official Personnel File Folders rather 
than us! a$ the Irisien Personnel files (fee paragraph 3 * above)# 
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h* Indivldusl notice* of pending 1 n-gradv promotion #ction# are pre- 
P*red from the mans name tr#nr«' ital received frees Ferseanel Office. 
Theee notice# ar# Iran#* '■ tte ? to th# Sraaeh## for approval end 
amounted to 76 during th# three month period - June, July, August, 
1?53« thi» would appoar to - e an unneeesasry ol erica'’ routine in 
that the m*#s Hot could be routed to or hand carried to c*eh 
"'ranch, thus eliminating the t plug fad handling of a ere re te memo- 
randa notice#. 

K-t.rF.Taie. 

a. Tt 1# believed that the p#r#onn*' function# f th# %'-k/ A .tain Staff 
can he adequately »ocompli #ued with sir peraane s# the ?/:i presently 
provi >s or, and di#co»t1 rming the u#e of two assigned p#rronn*l 
from branch field f/')*#. ’Sails for this conclusion* 

(1) Th# hrarchae already prepare more c # V-a siw dispatches than 
tf # » nd coul bly a. 

perform other personnel 

function#. 

(?) Th# records system# ar<* war® numerous end involved than mould 
appear to he necessary* 

(3) th# In-*- rad# Promotion Unties correspondence procedure Indicated 
in paragraph 3 H is unnecessary. 

(L) The individual In th# ersamiel ami Xnisiii. Officer slot Is 
•pending the mjor portion of hi# time performing ieourity 
Officer funct: one v* th the actual Training 'Officer functions 
feting performed by »n ##sifn#e from a Ora non field X/ . with 
appropriate delegation of security r##pcnai bil ity to Branch 
Security Officers th# preparation of duty rosters m4 th# eon- 
oct of security violation investigation# should not require 
th© major >ort ’ on of ft p#r#omi«l officer*# time. 

(S) ?h# f -'WL«f of Mbfln/W-'t. and hie >epuiy have Personnel Office 

backgrounds and can provide adequui# professional guidance in 
improving th* sctivlt* •» and o, oration# of the P#rseor.#l tnd 
Training, lection. It 1# understood th#- I'eputy 
utio hr# only b»an In th# 3 vision about • month, will devote 
primary sttenti on to '*mrovem*Kt end administration -f th* 
personnel function. 

b. Comparison of personnel duties performec In th# t ranches end In th* 
Personnel and Training faction, «nd th# apparent inconsistencies 
between actual duties of th# persons#! *nd its title# sod g redes of 
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technics! *drl»or» 



^l«n* 


F.«t«tfch end Development 
-ereonnel Office, BD/A 



Feraonnel n«ce»«nt officer 
Personnel Office, 03/A 

Awwrrn 


25X1 A9a 


25X1 A9a 


vrrrm?: 

*enege«ettt Officer, B0/A 


Attachments 
Tabs A thru F 
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